What is

All Aspects?

Is it defined by legislation or is it
defined by whatever educators in
each school and school district

Introduction

An All Aspects
Example

Students in the tenth grade hold a car
wash every year to raise money for a class
trip. Teachers could incorporate All As-
pects into this activity by involving stu-
dents heavily in planning, management,
marketing, finance, labor relations, and
environmental safety.

Students might be asked to break the
overall process into tasks and schedule
shifts and assignments. They could help
choose a location for their venture and
negotiate with the owners.

Students could identify production needs
(hoses, buckets, soap, wash mitt, towels),
research the costs of different products
available in the market and make recom-
mendations, cognizant of environmen-
tal and worker safety impacts.

Students might estimate a price for their
services, based on a reasonable projec-
tion of business levels, costs of produc-
tion, and a comparison of prices in the
market. Students might create a market-
ing campaign advertising the car wash.

Lessons in social studies, science, En-
glish, and math could be linked to pro-
vide students with the knowledge and
abilities to make decisions about the car
wash.

decide it should be?

All Aspects is an integral part of the 1998 Carl
D. Perkins Vocational and Applied Technology
Act (Perkins Ill). A provision in this act calls for
students to have "strong experience in and an
understanding of those aspects of industry the
students are preparing to enter."

All Aspects was first mentioned in federal legis-
lation as part of Carl D. Perkins Vocational and
Applied Technology Act of 1990 (Perkins II). In
this legislation, educational activities associated
with All Aspects were also described. These
include "planning, management, finance, tech-
nical and production skills, underlying principles
of technology, labor issues, community issues,
and health, safety, and environmental issues."

The School-to-Work Opportunities Act of 1994
amplified the need for an All Aspects curricu-
lum in the schools. Gaining a better understand-
ing of the industry as a whole and the many roles
an individual can play in it are the two main
goals of an All Aspects curriculum.

Where does All Aspects fit in?

Current education reform is focusing on a wide
range of changes in schools. Issues include com-
bining learning with actual experiences; integrat-
ing vocational and academic education; devel-
oping more interdisciplinary instruction; forging
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links between schools, busi-
nesses, and community institu-
tions; and avoiding narrow
training. All of this is being
done with the goal of prepar-
ing students with a variety of
skills in a fast-changing work-
place. Education for All As-
pects is a strategy that seeks to
achieve these objectives.

Programs that emphasize All
Aspects explore the context in
which vocational skills are
taught and used. For example,
auto mechanics is taught as
part of a transportation pro-
gram. In addition to the spe-
cific skills needed for a particu-
lar occupation, students are

shown the "Big Picture"” of the
industry and general techno-
logical principles important to
the transportation industry.

Students also learn about plan-
ning, project development,
teamwork, communications,
and other work-related skills.

NCRVE* On All Aspects

(*National Center for Research in Vocational Education)

At the very least, it can be said that
All Aspects will evolve just as edu-
cation and workplace needs and
practices evolve. As with other strat-
egies, All Aspects will not be driven

e All Aspects is easily combined with
Tech Prep and school-to-work.

e All Aspects is best suited for sec-
ondary schools. However, postsec-

solely by legislation
nor will it ever be de-
fined in precise
terms.

All Aspects may vary
as a function of the

All Aspects serves as an
organizer for
curriculum rather
than an end in itself,

ondary, middle
school, and el-
ementary school
examples exist.

« All Aspects can
serve as a bridge to
unite school-based

context or contexts
in which it is used. And finally, it
should be recognized that All As-
pects is a curriculum development
strategy.

Studies conducted over the past sev-

eral years by NCRVE that focus on

All Aspects offer some meaningful

insight.

« All Aspects can be implemented in
a variety of ways (e.g., course by
course, cluster, entire schools).

and work-based learning
experiences.

Problems do exist:

- Some employers and educators
have difficulty understanding and
accepting the All Aspects concept.

« Workplace barriers such as labor
supply concerns, short-term pro-
duction demands, and tradition
have limited the implementation of
an All Aspects curricula.




The All Aspects Approach Has
At Least Four Justifications...

« Integrating Academic and Vocational Educa-

tion. If vocational skills are limited to a nar-
rowly defined job task, it is almost impossible
to integrate advanced academic skills. Suc-
cessful integration depends on having a rich
context for applying academic skills and
knowledge. Covering All Aspects of the in-
dustry provides that context. Analyzing and
solving the problems facing an industry and
the enterprises within it involves utilizing skills
in reading, writing, mathematics, science, and
social studies.

Empowering Students to Make Career and
Life Choices. Some programs provide only
the skills for one job. This leaves students
unprepared to change career goals or to cope
with labor market changes. Teaching All As-
pects gives students transferrable skills, such
as planning and management, which expand
their opportunities.

« Enabling Students to Adapt to Technological

Change. Asking schools to predict how tech-
nology will change and to constantly revamp
equipment is no longer reasonable--if it ever
was. Providing students with broad skills in
All Aspects of industry, together with aca-
demic skills, enables them to understand and
adapt to changes when they leave school and
throughout their careers.

Involving Students in Economic Develop-
ment. If programs prepare students only to
fill the current job openings in low-income
communities, students are left dependent
upon too few jobs, which demand too few
skills and provide too little income for a de-
cent life. In contrast, students who understand
and have experience with planning, manage-
ment, community issues, etc., can survive,
thrive, and help others in low-income
communities.

The next section of this document
contains a discussion of each of the

nine aspects:

e Planning

o Management

» Finance

o Technical skills

« Principles of technology
o Labor issues

o Community issues

o Health and safety

« Personal work habits

The information includes a brief defi-
nition, sample instructional topics,
and questions to complete a worksite
analysis survey.

Also included is a cross-reference to
either career development skills or
workplace basic skills (SCANS).

Scenarios, classroom projects, and
worksite activities are provided for
each of the nine aspects.




Planning

How an organization plans including goals and
objectives; types of ownership (public, private);
relationship of the organization to economic,
political, and social contexts; assessment of needs.

Major Instructional Units:

Strategic planning;

establishing goals and objectives; performance

assessment.
Sample Worksite Career
Instructional Analysis Development
Topics Questions Skills

e \Why businesses and industries
need to plan how to respond to
customers’ needs and
expectations

e The difference between
delivering products versus
delivering services

e How regulatory laws can have
an impact on a business’
operations

e \Ways an employee can
influence company decision-
making

e How a political organization can
have an impact on how a
company operates

e Benefits in anticipating
technology and market trend
changes

e The relationship of customer
satisfaction and the "bottom
line"

e \WNays to assess a company’s
competition

1. What evidence is there of
strategic planning? (department-
wide and company-wide)

2. What are the roles of the
owner(s), management, and
labor in the strategic planning
process?

3. What economic, political, and
social elements does the
company consider in planning,
developing, marketing, and
selling its service or product?

4. How is customer satisfaction
measured?

Documentation:

o Organizational chart
Business plan

Market assessment
Advertising plan/strategy

[ ]
[ ]
[ ]
e Year-end reports

— Describe the factors that impact on
decision making:
a. Needs and wants
b. Values
c. Goals
d. Standards
— Distinguish between types of
decisions:
a. Economic
b. Technical
c. Social
— Apply the steps in the decision
making process.
— Utilize problem solving skills:
a. ldentify the problem for
resolution
b. Define critical issues
. Analyze causes of a problem
d. Utilize research and assess-
ment skills
. Examine results of a problem
Offer solutions to a problem
. Select a solution to a problem
. Implement an action plan

[¢]
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Applying the Aspect of
Planning

Integrating Academic and
Vocational Education

Entrepreneurship, Marketing, Problem-Solving, Decision-Making,
Computer Technology

You are planning to open a small business (an auto repair shop, for example).
Although you have saved some of your own money for this enterprise, you need
additional funds to buy up-to-date equipment (such as diagnostic machines). Pre-
pare a business plan that will convince the bank that you are a good business risk
and that it should lend you the money. (Students could use this activity for any
business or career path.) Contact the Small Business Administration (or appropri-
ate agency) in your area to find out more about funding sources. Include atimeline
in the business plan to achieve your goal.

Electronics Technology, Computer Technology, Ergonomics,
Mathematics, Interior Design, Problem-Solving

As the manager of your department, you are aware of the various differences that
your department faces when 25 more computers and 10 laser printers are added to
the existing laboratory of 55 computers. You are in charge of locating a new area
that has the proper amount of space, utilities, electrical outlets, ventilation, and
comfort. Develop a plan that sets up an ideal location for this laboratory. Design
a floor plan for the department using electronic simulations or other sources to
suggest a layout. (This assignment could also include an Assessment of Needs.)

Worksite Experience

Select a local business/organization and arrange to meet with the director or man-
ager to learn the goals and objectives for hiring staff. How many employees are
required to run the organization? If the business/organization has more than one
shift, how many supervisors are required? Arrange to attend a staff meeting and
observe interactions between staff and managers. Note what issues are discussed
and how conflicts are resolved.




Management

Structure and process for effectively accomplishing
the goals and operation of the organization using
facilities, staff, resources, equipment, and materials.

Major Instructional Units:

Organizational

structures; workplace cultures; production methods

Sample
Instructional
Topics

e How business and industry are
dependent on the national and
international economies

e How a "chain of command"
works

e The significance of a company's
workplace culture

e Differences in how private
companies and public agencies
operate

e How roles and responsibilities
in a family business are different
than in larger companies

e Differences in how a family farm
operates versus how another
small business operates

e How a company organizes its
departments

e Ways a company’s departments
communicate

e How a company’s marketing
affects all its employees

e Why written policies are used in
industry

e How cultural diversity can have
a positive effect on an industry

e How to adjust to different
management styles

e Resources available from
professional organizations

Worksite
Analysis
Questions

1. What is the management
structure of the organization?

2. What is the rationale for various
departments within the
company?

3. How would you describe the
work atmosphere? (e.g.,
intense; laid back; one-for-all-
and-all-for-one; dog-eat-dog)

Documentation:

e Mission statement

o Organizational chart/plan

e Examples of written
communication between
departments or guidelines

Workplace
Skills

— QOutline the procedures involved
in ordering, distributing, and
controlling supplies

— Requisition supplies/equipment
— Explain an ordering decision

— Conduct feasibility study on
vendors

— Develop an inventory
management plan

— Define and explain the features
of the following:
a. Perpetual inventory
b. Periodic inventory
c. Physical inventory




Applying the Aspect of
Management

Integrating Academic and
Vocational Education

Creative Thinking, Computer Technology, Language Arts, Marketing

You have been hired by a large federal reserve bank that is merging with a savings
and loan bank. You have been asked to prepare a brochure about how the merger
will affect customers’ accounts. Design a pamphlet. Try to anticipate all the ques-
tions that nervous customers will pose.

Problem-Solving, Decision-Making

You are the manager of a toy store. Your best selling toy is sold out. It is near
Christmas and many customers are demanding this popular item. Develop a strat-
egy to both appease the customer and to obtain this toy.

Communication Skills, Teamwork, Time Management, Strategic Planning

You work for a chemical plant that has developed a reputation of being unrespon-
sive to the community. You have been appointed to a team that is responsible for
improving the company’s public image. Develop a plan that will alleviate the
community’s concerns while costing the company no money. Include specific
timelines and guidelines.

Worksite Experience

Select a local business/organization and gather information including (1) the num-
ber of people working there, (2) the number of hours the facility operates, (3) the
job classifications of employees, (4) the qualifications for each job classification,
and (5) the range of employee wages. (Students may revise or add to the data
collected depending on the specific enterprise chosen.)




Finance

Accounting and financial decision-making process;
methods of acquiring capital to operate;
management of financial operations including

payroll.

Major Instructional Units:

financial operations.

Capital acquisitions;

Sample
Instructional
Topics

e Key factors effecting profit and
loss

e Typical ways a business obtains
capital

e The importance and depth of
accounting in a business

e The implications for a company
extending credit

e How a company estimates and
bids for a contract

e The importance of cost
containment in a company

e Why personnel and labor offer
the most flexibility for financial
adjustment

Worksite
Analysis
Questions

1. How did (or does) the company
acquire capital (money) to
operate?

2. What are some of the fixed and
variable expenses of the
company?

3. How has technology increased
and/or decreased the costs of
operations?

Documentation:
e Financial report of the company
e Strategy for cost containment
o Credit policies
¢ Estimating and bidding
procedures

Workplace
Skills

— Explain the concept of supply
and demand

— Accept and approve checks
according to company policy

— Process a payment from credit
card

— Operate a cash register

— Handle cash disbursement

— Maintain petty cash fund

— Reconcile daily cash transactions

— Analyze existing budget

— Audit monthly records

— Prepare monthly financial reports

— Locate and eliminate common
errors in accounting records

— List the steps of an accounting
cycle

— Compare and contrast pricing
policies at competing businesses/
industries

— Determine cost, time, or
resources needed to complete
a task within an industry or
occupation




Applying the Aspect of
Finance

Integrating Academic and
Vocational Education

Economics, International Trade, Political Science, Language Arts,
Teamwork

Many products sold in the United States are made in other parts of the world.
Select ten different items found in your home or community that were manufac-
tured abroad. After identifying the country where each item was made, prepare a
report indicating the type of government, the state of the economy, and the quality
of the educational system in that country. Indicate why these goods need to be
imported rather than made in the United States. Tell how the global economy
influences world trade. (This idea could be developed as a team assignment or
class project.)

Decision-Making, Mathematics, Personal Finance, Automotive
Technology

You have just graduated from high school and have found a great job. You must
have a car, however, to get to work. Your friend has just purchased a foreign car
and wants you to do the same. Your parents want you to buy an American car.
You want to make a logical decision. Chose an American-made car and an import
car to compare. Investigate the advantages and disadvantages of the two cars in-
cluding the costs of ownership (i.e., insurance, gas, and registration, as well as the
price of the car), safety, repair, maintenance, and depreciation records, as well as
gas mileage. Create a table in which you compare the two so that your friend and
parents will know that you arrived at your decision logically.

Worksite Experience

Interview an officer in the local investment company to determine how the com-
pany gets data, the number of people in a market segment, and their investment
preferences. Determine the institution’s overall marketing strategy. Develop a
pre-interview questionnaire of at least 5 to 10 questions on how the company
gathers data and how this data affects its advertising and products.




Technical and
Production Skills

Specific skills and techniques for production; basic
skills*; ways of organizing production work, includ-
ing methods which diversify and rotate jobs.

Major Instructional Units:

Specific production

skills; basic academic skills.

*Math, communications, computer
technology, time management, and
creative thinking.

Sample
Instructional
Topics

e Certification requirements for a
specific job

e Obtaining technical information
and training

e Jobs that are inter-related with
other jobs

e Typical modern production
techniques

e Using production standards and
quality control techniques

e The importance of using
troubleshooting techniques

e The ability to use supervisory
and delegation skills

e The importance of deadlines
and schedules

e The importance of cross-training
employees

Worksite
Analysis
Questions

1. What are some instances when
the following basic skills are
needed: reading, writing, math,
speaking, listening, and science?

2. Is teamwork or individual
initiative the predominate work
structure? Include examples to
support your opinion.

3. What work elements are time
driven?

4. What are some causes of major
work stoppages?

5. What are the levels of training
and skills represented
throughout the company?

6. How does the company invest
in training, retaining, and
advancing employees?

Documentation:
o Skills tests required of entry-level
employees
e In-service training activities
schedule of classes
e Work or job analyses
e Employee evaluation forms

Workplace
Skills

— Locate information and select the
materials, tools, equipment, or
other resources to perform the
activities needed to accomplish
a specific task

— Set priorities or the order in which
several tasks will be accomplished

— Identify and explain the use of
common supplies for a given
occupational area

— Perform routine tasks related
to equipment operation and/or
maintenance

— Check incoming stock and
complete stock control records

— Analyze an inventory report

— Analyze various modes of
physical distribution and storage
facilities

— Read and interpret technical
manuals

— Ask questions to clarify oral
instructions

— Initiate and maintain task focused
conversations

10



Applying the Aspect of
Technical and Production
Skills
Integrating Academic and
Vocational Education

Mathematics, Problem-Solving, Time Management, Human Resource

Management

You employ eleven bakers in the bakery that you own and manage. You have just
signed a contract with a major food chain to supply them with 5,000 holiday cakes
over and above their regular order. These cakes will be delivered during the four
weeks between Thanksgiving and Christmas. To fill this order, you will need extra
labor. The salary of each baker is $8.00 an hour. When they work overtime, the
bakers earn time-and-a-half. One person can bake 10 cakes per hour. Each cake
retails at $9.50 and uses $4.50 worth of ingredients. Gas for the oven costs another
$8.25 per batch of 10 cakes. You need to decide whether you should hire addi-
tional employees or run overtime shifts. Make a plan for getting the labor that you
need while maximizing your profits.

Entrepreneurship, Mathematics, Language Arts, Computer Technology

Your class decides to prepare a unique cookbook—one which can be used to pre-
pare a meal for a few people (such a small group) or for as many as 90 people.
Have each student bring a favorite recipe and create a cookbook with quarter, half,
regular, and double recipes. The class could select a format and collect all recipes
to share with others.

Communication Skills, Teamwork, Time Management, Problem-
Solving, Decision-Making

Your team leader wants to expedite communication among all the sales personnel
in your firm. He/she has given you the task of setting up a conference for the 30
national and 10 international sales representatives. Your team leader wishes to
introduce all of them to new product lines. Design two conferences that are both
time and cost effective. Make a budget for each one.

11



Underlying Principles m——
of Technology

Technological systems used in the workplace and
their contributions to the product or service; the
mathematical, scientific, social, and economic prin-
ciples that underlie the technology

Major Instructional Units:

Technology in the

workplace; continued professional training.

Sample
Instructional
Topics

e Basic resources necessary for
technology

e How technological systems
evolve to meet human wants
and needs

e Technology's relationship to
fossil fuels and other
environmental concerns
(e.g., waste and pollution)

e FErgonomics in the workplace

e How ingenuity and creativity
are used to identify new uses for
existing technology, devices, or
processes

Worksite
Analysis
Questions

1. How has technology
transformed the company's
operation?

2. How does the company use the
following technologies:
communication technology,
production technology,
transportation technology, and
bio-related technology?

3. How is computer technology
utilized throughout the
company?

4. How is technology used in
making decisions regarding
production or other matters?

Documentation:

¢ Organizational chart

e Training manuals

e Production flow charts

¢ Inventory analyses

e Productivity data and statistics
e EPA, OSHA requirements

Career
Development
Skills

— Describe the historical evolution
of technological innovations as a
means through which human
needs and wants are satisfied

— ldentify potential health hazards
created by technology in the work
place

— Process information using com-
puter hardware and software to
reach an informed decision on a
problem with several variables

— Use computer technology to con-
trol a technological system when
given access to the necessary hard-
ware and software

— Utilize computer technology as a
recordkeeping device to docu-
ment progress toward reaching an
optimal solution to a technologi-
cal problem

— Draw and label a systems diagram
depicting the systems approach so-
lution to a problem

— Utilize futuring techniques to an-
ticipate the consequences of a new
technology

12



Applying the Aspect of

Underlying Principles
of Technology

Integrating Academic and
Vocational Education

Communication Skills, Negotiation Skills, Language Arts,
Political Science

The plant in which you are working is undergoing a radical change in procedure.
Plant-wide, management is introducing progressive automation and new technol-
ogy. You are one of the union representatives. The workers are nervous for a
number of reasons. They do not know how to use the new technology and they
are afraid that they will be replaced by machines. Create a plan to receive ques-
tions from the employees and to communicate management’s answers to these
questions.

Teamwork, Time Management, Social Studies, Creative Thinking

You are the team leader for designing a communication system that will meet the
needs of your growing company for the next 10 years. To do this, you must inves-
tigate the applicable state and federal laws. You must also research the current and
emerging technologies. Then you must develop a recommendation along with
timelines and a cost analysis to present to the board of directors.

Computer Technology, Marketing, Language Arts, Communication
Skills, Creative Arts

You work in the public relations department of your company. A recent study
indicated that your company’s advertisement in the yellow pages is inadequate.
Customers seldom use it because it does not clearly specify what products or ser-
vices your company provides. You are in charge of designing a new advertisement
that will be used in the phone book and in several trade publications. Design one
that is both attractive and clear. It should specify what products or services your
company offers and be readable at a glance. Your reports should include a written
statement and a visual exhibition so that you can present it to the board of direc-
tors. (This activity could include the development of a home page for the Internet.)

13



| abor Issues

Rights of employees and related issues; wages,
benefits, and working conditions.

Major Instructional Units: Employees’ rights and
responsibilities; role of labor organizations.

Sample
Instructional
Topics

e \Why businesses and industries
need to plan how to respond to
customers’ needs and
expectations

e Differences between being a
self-employed worker and a
worker employed by a company

e The role labor organizations
play in industry

e Advantages/disadvantages of
hourly and salaried pay

e The importance of a written job
description

e The importance of knowing
your rights as a worker

e The importance of cultural
sensitivity

e The importance of participating
in quality enhancement
programs

Worksite
Analysis
Questions

1. How is division of labor
accomplished?

2. Who participates in defining the
worker's roles, responsibilities,
and rights?

3. Why is cultural sensitivity
important in this particular
workplace?

Documentation:
e Employee orientation/handbook
o Written job descriptions
o Statement of workers’ rights
o Organized labor agreements

Career
Development
Skills

— List criteria for selecting, evaluat-
ing, promoting, and terminating
employees

— Define legal issues for hiring
and/or termination

— Identify skills needed to maintain
effective work relations with
colleagues

— Demonstrate negotiating skills

— Provide constructive criticism

14



Applying the Aspect of
| abor Issues

Integrating Academic and
Vocational Education

Entrepreneurship, Business/Marketing, Decision-Making, Computer
Technology

You are the manager of a local small business. You are pleased with your salary
and benefits. You have a flexible schedule, health insurance, and investment op-
portunities. You would like to advance in the company; however, you see no
room for growth. You begin to consider investing in your own franchise. Research
the pros and cons of opening your own franchise comparing at least three different
types. Develop a plan that will allow you to select the best franchise for your
needs.

Mass Media and Broadcasting, Language Arts, Career Exploration

A television production team from a major news station has been filming in your
school. They are doing a series called “Learning and the 21st Century.” You find
their work particularly interesting. Your teacher asks you to identify the job titles
and duties of all of the people involved in the production company and to create a
plan to pursue a career in one of these areas.

Worksite Experience

Research and visit an industry in your area and determine which unions are active.
Note if there are any employees not covered by a union. Investigate the benefits
and drawbacks of a union. Prepare for a class discussion or presentation to include
such information as (1) whether you get what you pay for as a union member, and
(2) how unions have changed working conditions and wages through the years.
Cite examples of these in your report.

15



Community
Issues

The impact of the company on the community, and
the community's impact on the company.

Major Instructional Units:

Community activities

and issues; company's involvement in the

community.
Sample Worksite Career
Instructional Analysis Development
Topics Questions Skills

e \Why a company's public
perception is important

e Key ways a company helps its
community

e Key ways a community helps a
company

e The impact of buying outside
the community

e The importance of providing for
the access needs of the
physically challenged

e Contributing special skills
through volunteer work

1. How does the company
maintain a good public image?

2. What community projects or
initiatives does the company
participate in?

3. What are some tangible results
of the company's and its
employees' involvement in
community issues and/or
projects?

4. How is the facility modified to
be accessible to the physically
challenged?

Documentation:

e Evidence of company participa-
tion in community programs

e List of community activities in
which the employees participate

e Compliance with the Americans
with Disabilities Act

— Analyze the positive and
negative impacts of adapting
technology to the environment
and the human user

— Locate and use expert sources
and peer support

— Analyze the impact of family
influence upon one's personal
development

— Describe the relationship
between human development
and changing roles/
responsibilities

16



Applying the Aspect of
Community Issues

Integrating Academic and
Vocational Education

Language Arts, Communication Skills, Environmental Science,

Social Studies

You are a member of a community committee that is responding to the mayor’s
suggestion that a sports complex be constructed in your neighborhood. People in
this neighborhood are very concerned that this sports complex will cause a lot of
additional problems including increased traffic, crime, and noise. On the other
hand, many neighbors see that this facility would have a positive economic effect.
You have been elected to prepare a report listing alternative suggestions to help
alleviate the fears of the community. You are to present this report at a community
meeting next month.

Science, Decision-Making, Language Arts, Social Studies

Residents in your community have been greatly upset by the presence of an ob-
noxious odor that emanates from a small stream that runs through an empty lot. As
a community service project, your class has offered to assist the community in
finding the source of this problem and in alleviating it if possible. You are in
charge of developing two plans: a short-range one with which you and other
classmates can help and a long-range plan that can be implemented by the com-
munity. Present your plans to the principal, superintendent, and school council.

Worksite Experience

Make arrangements to meet with the public relations or marketing manager of a
local enterprise. Find out why the business/organization has a public relations
department and what community activities it supports. Investigate how the enter-
prise impacts the local area and how the neighborhood impacts the business/orga-
nization. Ask the public relations or marketing manager to cite an example of a
public relations issue.

17



Health, Safety and
Environment

Practices and laws affecting the employee, the sur-
rounding community, and the environment.

Major Instructional Units:

workplace safety.

Regulatory issues;

Sample
Instructional
Topics

e Management's responsibility for
a safe workplace

e How to avoid job-specific health
threats

e Major components of a Material
Safety Data Sheet

e Basic safety training (tornado,
fire, first aid) techniques

e The benefits of participating in
preventive medicine programs

e The benefits of handling stress
effectively

e The benefits of good workplace
ergonomics

e Effects weather has on an
industry

e The importance of complying
with federal agency regulations

Worksite
Analysis
Questions

1. What federal regulations apply
to this company?

2. What are the job-specific health
threats of this industry?

3. How is basic safety training
delivered? What are the major
topics or areas of importance?

Documentation:

o Federal agency regulations

o Safety training techniques
(tornado, fire, first aid)

e Preventive medicine/stress
management programs

o Accident/medical reporting
forms

Workplace
Skills

— Exhibit the safe use of tools and
equipment
— Organize work space
— Establish work flow
— Adjust to changes in work flow
— ldentify standard workplace
policies related to:
a. Personal discipline (personal